
F O R M H R - R M 1 

(9 -1 -53 ) 

Hall of Records 
Commission 

( " R l f ^ E S T F O R R E C O R D S R E T E N T I O N ^Cr ' U L E 

i o b e S u b m i t t e d t o t h e R e c o r d s M a n a g t r t i e n t D i v i s i o n 

H a l l o f R e c o r d s C o m m i s s i o n 

SCHEDULE C'A 6 
NO. 1 " 

PAGE 
NO. 1 . 

1. Requesting Agency 

DORCHES'JER COUNT? 
2. Division or Bureau of Requesting Agency 

BOARD OF COUNT? COMJISSIONERS 
3. Authorization Requested (Check only one of the squares below), 

B 

•
Dispose of present accumulation. No 
additional accumulation is antici­

pated. Records have ceased to have value 
to warrant retention. 

Establish retention schedule for re-
.2J cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. 

£* 

CQRRSSPOi&ENCE 

This f i le consists of correspondence l*Uh individuals, County Offic­
ials, State Bepartsents, other counties, e t c , concerned with the 
functions of the Board of County Comiasioners, 

It is arranged by subject and alphabetic ally thoroin end occupies 8 
drawers (12 cubic feet) in the office for the period 1944 to date* 
An additional aecutaulatlon for the years 1912-1914 occupies S cubic 
feet in the baseaent vault. The annual rate of accumulation is 
t^roximately 1 cable foot;. An estijasfced 4 cubic feet s i l l be dis­
posed of upon approval of this schedule. 

B£C01«DAH08* E5TAEJ FOB SIX YEARS AFf&R CKgi&lQli OR BECEIPf AEB 
fHEH ISST80T, 

TRIAL MAfflCSffUT&g MOffffiLT gSPORy 

Thie jsonthly report KW* x 18") is submitted by trial Ma .̂strates 
[with a check covering the county's Share of fines collected, the 
form shows docket number, defendant, complainantf offense, penalty* -
end any court costs* I t also ehcrm the dlatribution of funda, i . e., 
to the Department of Motor ?ehieles, Glerk of Gourt, itotary Publics* 
Coa^roller of the treasury and County Qossdseionera* Ihe reports 
are filed chronologically froa 1939 to date and occupy 1 cubic foot* 
The report Is necessary for audit. An estimated £ cubic foot of 
[material TKLH be disposed of upon epproval of this schedule* 

RETAIN FOB TRRffi Tim OH WITH, miTt®, ÎCHEVES 
£3 USSR. AHD TH5H DSSEIOY. 

7. Agency, Division or Bureau Representative ^" 

Signature Title / Date 

Schedule Authorized as Indicated in Col. 6 by Hall of 
^ ^ R e c o r d s Commission. . 

Date 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

3* 

5. 

6. 

CQEiCTfliSKT PAPERS 

These papers consist of t 

a* Authorisation of the County Conc&aalonara to hospitals to 
receive patients. I t is prepared in duplicate. The dupli­
cate copy is retained (5",x 7") In the f i le . 

b. Fora Ed. KLSC 1, (8£" x IT 1 ) , Application for nospitallsatiod 
of jaantal patient. The form is signed by a relative of the 
patient, endorsed by other relatives, and is notarised. 

e. Occasional correspondence, dispositior«s, and affidavits are 
attached to the foros. The papers for the period 1902 to 
date occupy 4 docu&ant type drawers (1 cubic foot). 

HSCXE&KfflATIOn: RSTAIH FEMAUSHTUr 

The material in this f i le consists of 8 " x 10* property cards. A 
different type card is used for each of the three classes of prop­
erty assessed. Thess arst Zoned or ineoae producing property, 
(blue)} farm and rural, (yellow)} and residential* (white). The 
assessment information is completed by the assessors at the tine 
the property is assessed or reassessed. Information on the card is 
a detailed description of the land and irsprovcoenta. Changes in 
property ownership or iaprovasents are indicated on the card at the 
time the Assessment Ofx'lca is notified. The cords aro used in pre­
paration of the assesseaent docket. They are filed by district and 
subdivision, and occupy IE drapers (IS cubic feet) for the period 
1950 to datei^ An earlier form (8" x 1 0 " ) occupies 23 drapers ( 1 4 
cubic feet) for the years 1939 to 1350. Upon approval of this 
schedule, an estimated 1 4 cubic feet of jaaterial H H 1 be destroyed. 

weemsmmmt HSTAIH FOR FIVE XEAR3 AHD ism DESTROY. 
BKER APPLICATIOJJS 

Applications for beer licenses are renewable aiaaually. They are 
filed alphabetical ly and show nase of applicant, place of business, 
type of license, etc. The f i le occupies Z drapers (& cubic foot) • , 
for the period 1934 to date. She annual rate of accumulation is 
^rysaall. n ^ FEB 14 
BSCOaSEHDATtOSJ RETAIN WSJZ LIC21CSE REMAINS IN B0SIrES3 Ate) FOR 

THREE XSAR3 THEKEAFTER, AJ2> HKH 0E3TB0X. 

VADLT SHSSTS 

A security copy of the inf creation on the tax Levy Card (See schedule 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

Ko* C-20, I tea Kb. 3 ) , and Aaeessaent Docket is retained by the County 
Corajissianer in their first floor vault, This information, typed on 
x&iat is teraad Vault Sheets, includes name,, address, description of 
property, district nuober acd the assessments* There is no value 
attached to them after the recomended period. 

RSCOtOSnDAIIOHs RETAIN FOR TSffiS ISAR3 AND TIEK DESTROY* 

PERSONAL PBQPfSRTT SCHEDULES • 

This 8 *̂ ac 28" farm, folded to forn a 3§* x 8&" document is filed 
by all property owners in the County* The assessment is also en­
tered in the Heal Estate Assessment Docket* Dorchester County assessed 
household furnishings as well -as business and farm inventories and 
equlp&snt,, Schedules for the years 1939''~ 1946 occupy Z cubic feet 
in the baseraent vault end 50 document drawers in the first floor 
vault for the period 1347 to date* There is no value to the 
schedules after the new assessment is cade. ApproxLnate3y £ cubic 
feet of material will be disposed of upon approval of this schedule* 

BBOmsi&ASXOtft EETHE FOR SIX XBifiS MB 1BE8 DESTHOr. 

VOUCHERS {GENERAL) 
Vouchers in this f i le are for payments made from County funds other 
than Roads Board Funda* (Roads Board Vouchers are the subject of 
Iteo 9 of this schedule* . 

Iho Vouchers of this file are a tro-sided 7-1/4** ac S "̂ fora, filed 
folded, forning a 3^ x Of docutaent* The face of the voucher 
shows the date* Voucher Runiber, ehecfe nun±>er, (toe check mraber, 
voucher number, and warrant issuer are always the sens). Payee, 
toe fund and account and account ttuj&ier charged idth the p&ynetit, 
the amount, date of approval and signatures of toe County Corraiss-
ioners and Treasurer* The inside of the folded docunsnt gives the 
purpose for which the payesat is being Bads, the nerae of toeypgyee 
and the signature of the Clerk to the County Coacaisaioaxers* Any 
vendor's invoices are attached to toe voucher* Ail paysonts fraa 
County Funds require the preparation of a vouchar* Ihs vouchers 
are used for the distribution of charges to toe varioua funds and 
accounts of toe countyf i t is necessary for audit purposes; and is 
used in the preparation of the paying warrant and vouchar register* 
The vouchers end attached invoices are filed in mssaxieal order* 
Those for the years 1936 - 1946 are located in 3 large pasteboard 
boxes in toe County Conrdsnloners basement vault (County Court Rouse)) 
and those since 1946 are filed In 37 docusant typo drawers in the 
first floor vault* An estimated 9 cubic feet of aaterial ̂ dll be 
disposed of upon approval of thio schedule* The reooafaandatioa p 
belov Includes toe invoieea as well as the vouchers* B O A : : : d ; 

wscmtfrnmaat RETAIN FOB FITS XSARS OR DBUL miim^ssmssm. 
XS JU3SS, AND THSK D£3TRtTf« n y r 
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VOUCHERS - COUNT* ROADS BOARD 

Vouchers ordering payment froa County Boad Board funds chow on one 
side the date, voucher number, Payee* saount, and signatures of 
bffiobers of the Board; on the reverse the purpose of the payosnt, the 
payee and the certification of the Clerk to the Roads Board. Any 
[vendor's bills or invoices are attached to the voucher. The vouchers 
are necessary for audit; are used in the preparation of the checks, 
vouchor register and the warrant. (The chock, voucher and warrant 
nuribers are always the sane.) Vouchers are prepared for all expen­
ditures of Roads Board Funds. The vouchers for the period 194? — 
1950 are in the basement vault and occupy 3 cubic feet. Those from . 
January 1950 to date occupy 34 document type drawers in the office -
vault. - An eatiiaated 3 cubic feet of jaaterial will be disposed of.__ 
upon approval of this schedule. 

RECOaLffiSDATIONx 

WARRANTS 

RSTAItf FOR FIVS 2EAE3.0R BhTIL AUDITS), WHICHEVER 
13 LATER AM) THEN DS3TH03f. 

There is no difference in the handling of Warrants for payaenta 
from the Roads Board Funds and County Goaaission Fundsiv They are 
arepared in triplicate, the original goes to the payee, the top 
third of the form is the checlc, the oiddle third is the payee's 
sopy of the statement and the loser third goes to the Treasurer. 
Che duplicate of the Warrant Is the Treasurer's copy.". The tripl i­
cate is retained by the County Consaisaionors in post-binders in 
usserical order. 

She triplicate (Coirnissionera' copy) is used in the preparation of 
bho voucher register and for audit purposes. - The order for payment ... 
Ls noted in the minutes of the Comission. This copy of the 
sarrant occupies cubic feet (6 post-binders) for the period Hovea-
jar 5, 1942 to July 15, 1946, in the baseaent vault, end 9 cubic 
feet in the office vault, July 15, 1946 to date. The annual rate 
>f accttaalation is less than one cubic foot. An estinated 4k cabia 
feet of mterial Kill be destroyed upon approval of this schedule. 

mmsssDnsiosi RETAIN FOH FIVE XKAKS ABD TIES DESTROY^ 
TOOCHER RBBI3ER - SIHCS SSPTESffiSR 10. 1940 
WARRANT RBSISTJgi - PRIOR TO SEPT&BSR 10. 1940 
The vouchor or warrant register indicates the voucher, warrant and 
cheek umbers since September 10, 1940.; Prior to that date only 
the warrant nanbar teas given*. The naober of the warrant, vouchor, 
and check have been the same ainca 1931. Also shots* oa the register 
is the pcyee, aaount and the account to which the pays^Via ehaTged̂  
The reglstor, prior to September ID, 1940, is a 13" xT17^/4n* one 
sided page with 11 different accounts.; There ore only 5 entries ' 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

per page in this series. After that date, i t is 1̂  pages (4 sides) 
the full page aoaaures 12&" x 17", the half-page 11" x 12h"* There 
are 21 accounts in this series v&th space for 38 single line entries 
per page. Registers for the period Say 2, 1931 to September 10, 194p 
are in the basement vault. In this group there are 5 volumes in 
post-binders and one loose volu&s. Since the latter dato, they are 
in the office vault. 

RSC0ME£SRDATI0NJ RiSTAXS KSRHASfEBTIX 


